H__mEE% Living Career mNbHoH.m_Sob
Creating a Database

What is a am.am.dm_m_o..u

" A database is a program that keeps track of lists of information. For
example, a phonebook is a database. This school keeps information about you in
~ adatabase. AppleWorks has a database that is easy to use, yet Uoému.m_h enough

to accomplish many tasks.

What can a database be used for?

A database keeps track of information. For example, you might havea
collection of Marvel comic books. To keep track of the collection, a database can
be set Eu-.%oc simply type in the information you have about each comic book.
For example, you would set up “fields” for comic book name, date published, cost
of comic book, condition, and current value. Then, once all the data is typed in,
you can look ma. sort, and/or print.the data as youneed.

Who uses a database?

"~ Almost everyone could use a nm.am,cm.mm for some reason. Schools ugse them
- to Wmm@ track of students’ information, schedules, grades, ete. Bmployers use
them to keep track of employees, vendors, and customers; items in inventory;
and equipment owned. Individuals use them to keep track of collectibles, names
and addresses, and household inventory. If you have a list of data
(information), you can put it in a database.
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Why use a database?

- A database is easy to set up, and once the data is typed in, it is easily
manipulated--it can be sorted alphabetically, chronologically, or numerically,
depending on your needs. You can simply view the data or print it out. The -
information stored in the database can be added to, changed, or deleted.
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Tri-Fold Brochure >mm_m==§:
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... ,_H.mﬁnn_u Word

. wQ up aoosaonﬁ .
. Go to File, Page Setup .. - ‘ . - A

. owmbmoSHmb%ow?oﬂ . IR
mo to Format, Document - - . -

*  Change margins to .5 for ﬁow. ¢2§P _oP Eﬁ mmwﬂl.ouh
orow on Columns button in Sosuma or mo to Format, OO_EBE
- Choose .&Hom columns - .

mm<o. title udE. %ochE FL All >_uoﬁ Zo

OoEBn H
.H.En aﬁdﬁ I bﬁn - .
Type a list of things/subjects you like i:r mron ax@_mbmcoumq E&E—o ?ogom\orv EA
Go online—find photos: ... i
.~ Hold down Ctrl button and o__ow on wroﬁonl&uooﬁ Oo@w HBmmn or save to _wwos
Click on your document where photo m_uoﬁﬁ go—Go to m&p wmmﬁ (or 26_?5 or.
_Bwo: from iPhoto .

iwab woc are ready to go to the uﬂn oo_EHE
Go to Insert, Break—choose Column wuom_n
Continue with next column : _

: OoEBu 2.
- H&o ..éwmﬁ I Uon; Like” IR L
Fo_cmn nunmm you aou.ﬁ ES or things. wos aren’t good at o_ﬁ the top half

© " and“The m.Equm:Fbma Happen to Me” . X
A nEow mSQ\ mamnnvaou of moBmEEm that wmgon& to you

Column3 -
- Title ..455” Others mmw I'm good ma..
Fo__&o ﬁ&o mmE ﬁ&mr and what was mﬁn

Oo_ﬁuu 4
.H.Eo :ZSE Zo
- Name, mmo?ﬁ&m&
Family, pets, where I live . . g
. - Favorite things (color, food, monﬁg oﬁv
R Clubs/organizations.
"7 - Results from mbEcmo assessment”
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FAMILY LIVING
All About Me Tri-Fold Brochure
Editing Instructions o o

Step _" Check Content

mmor column should contain no more than two ﬁ_oﬂﬁmm
Each picture should be no larger than 1.5” in height (check against, the E_Q on the
left side of your screen)
Each column should be full—text should fill the column around the Eog.om
Check each column to make sure you included everything required
Columns not full? What else can be included in.them?
- Likes/dislikes from Washington, D.C. a.% or any other qmﬁ_m
‘Friends (current/past) -
School (likes/dislikes/! mqanﬁrm\éomwummmmmv
~ Food (favorites/dislikes/ability to cook)
- Pastimes (hobbies, clubs, organizations, etc.)
Interesting facts (number of schools you have been to; moving from
another state; pets you have; travels; meeting a celebrity, etc. v
Wishes (something you want to do but can’t)
Dreams (future plans, jobs/careers, oozmmo mmn:ar travel, etc.)

Step 2: T.oo@oma

Gmm spell o&oow_ Then, go back’ EE Eoom..mma for Bumamoa words Emﬂ spell oroow
missed

Check capitalization! Z&S sure each proper noun is capitalized -

Check punctuation! Read your sentences/statements for clarity

Step 3: Visual E\uﬁmm__

Adjust alignment (left, center, right align)

Change fonts ﬁowoomo an easy-to-read font)

_Change font size (no _mammn than 16 for titles; no larger Emb 14 for ,Uo&, ow
columns) .

Adjust colors—if you changed from black to another color, m&cmﬂ the oo_oﬁ toa
dark shade so it will show up when printed!

Check for blank pages at the end of your document; if there are, click at the ga _

of the blank page and press delete _EE page &mm%omam :

mﬁo@ 4: Receive O.K. to print

hoﬁ Mrs. Donovan or Mrs. Emowoémwu check VSE. brochure before printing .






SORTING YOUR CAREER DATABASE..

What are we doing, why are we sorting our database?

Sorting our database allows us to view our database information in many different formats. Such as o..mmENEm our’
information by careers requiring a BA degree, or careers with an increasing job outlook.

Practice Sorting

First, we will practice sorting our database.
1. Go to ORGANIZE m: your top toolbar.
2. Then go to SORT RECORDS.

3. Select the field you are most interested in involving your careers. Such as salary, aBEo%Eomn o::oowvoﬁn.:
Click OK. ’

our Database to Print

.Esm:um:
1. Go to LAYOUT, click NEW LAYOUT

2. Under name, type: CAREER OUTLOOK
-click COLUMNAR REPORT
-click OK

3.. Select (double-click) CAREER/JOB, EDUCATION REQUIRED, mgmbO<§mZ.H. OUTLOOK
- click OK

4. Goto LAYOUT
-click LAYOUT
~click on and drag to move column headings and text boxes
—click on and drag edge to make text boxes longer
-go to LAYOUT, BROWSE

5. Go to WINDOW
~click PAGE VIEW

6. Go to FORMAT
-click on INSERT HEADER
-type: (YOUR NAME HERE) example : Ms. Davis

7. Goto FILE
-PRINT
* -56IL printer






